IOWAGRANTS MEMBER TIMEKEEPING INSTRUCTIONS

Members must be registered with A&A and lowaGrants and be approved with the correct role by ICVS before they will
be able to be added to the system and/or before they will be able to access the Time Sheet section.
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The member’s timesheet landing page appears below.
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Time Sheet View Page

The member below is at two service sites.
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TO ENTER MEMBER HOURS

This is main menu the members see when they access the system.
1. Click on My Time Sheets.
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3. To input member hours, click on View.
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5. Enter hours served under categories of Fund Raising, Training or Direct Service ONLY. Add comments, if applicable.

CTVewaGTAnte - MGz Fireton

T LR Yew tgoy Moomwls Bos b Members should NEVER
Sezas - == have hours under — z
R - el . -ieieg- s~
=~ Supervison or Other. o
IT o an w0 @eoan IniChg 1S Seaes Wil younr Tirrmesfiveds. Jvease
Time Sheet
FundRaltig  Tranng  Dwect Sendce  Superedion Comments
0 0 0 o 7}
e e y : 2 NOTE: Comments should be
oazézon |0 o 0 0 0
oazazon 0 o 0 0 o used by members as directed
a0 0 0 0 . ..
E . . b by their programs. Training
on172011 [0 0 0 0 hours should be hours spent
oenzz011 0 0 0 0 ..
SO 2 - 3 by the member IN training.
osme0t! |0 0 0 0 0 Training offered by the
QW00 0 0 0 0 0 .
T - 2 q - member to others is generally
canzeott 10 0 0 ¢ 0 considered direct service.
ogdhvion 0 0 n 0 0
Comments
05 e Comments can be entered in
either or both areas as
directed by the program or
site supervisor. -
Ll ) kT i i e e L .

6. Click Sav )

B o

Elle Edit View Higtory Bookmarks Iools Help
| L lowaGrants I s "' l

=

o B R rtps e, lowagrants, govieditGrant TimesheetDay, dotpke 1317910916300

r A L S
| Oy mec | JB Hele | 8l Loa Out L Rack | | ] ] | fed #ave |

L Sl Tracking

Grant Tiome Shest
ey WJuztin Taxt
=9 o0eszesz010 00/00/2011

S Editing

B2 T TN R VTR OF FENSE SRCI MR 1N NS e O T

| Mimae Sheet
DAy Fund Ralsing Training Olrect Servioe  Supervixion har Cammants
oavzazon ) |0 e | 1o | {4
avarson o | i 1 |
oovsman [ | & | |
oWl |0 | | 1 |
oavacrsony [ K ‘ I
LT 1\4 (@ |1‘.
owo oy | O | [0 o
owaa3a i) | | ‘ | ( |
momnon i [ | [ ‘1
owowzary | | |1 |
oemza ) [ | || [ |

[l e

IOWAGRANTS MEMBER TIMEKEEPING INSTRUCTIONS



7. Optional: Add a Great Story by clicking on Add.
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9. (optional) Add Attachment to Great Story. Click on “attach” icon next to Great Story.
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11. Review the information on the time sheet. If it is correct, click Submit. If not, click edit to revise.
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12. View Position Description or Service Agreement. Members have the ability to view their position description and
service agreement in the system. These will appear at the bottom of your timesheet view page.
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